CREATING YOUR TEL EVENT VIEWS IN MY LEARNING MANAGER

Ké\t the logon

<2 NPS Login - Microsoft Internet Explorer

Fie Edit WView Favortes Tools  Help

screen, make sure
your on “For
Administrators”
tab, type in your
TEL POC
username and
password then
click on the logon

\button
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My Learning Manager
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For D For ForSupenvisors e
My Learning Manager Administrative Module. This module is only
fse owners who have been through My Learning Manager training and
ve been authorized to use the system.
Note: There are now two ways for you to log onto M ning Manzger: you can use your My Learnin g
Mansger username and password (what's thiz?) or you can uze your NPS C3 Portal (iNotes) username
and pazsword (what's this?),
Enter Your:
New:
Username
telpoc_piro)
peEp ‘ Mews it
Passyrol rd
sasssnes
Mews, it h
Terms of Use Privacy Policy
A\ >
(&] javascripti; & Internet

ﬁl’his is the first

-2 THINQ TrainingServer® LMS Web Administrator - Microsoft Internet Explorer.

Fle Edit Wew Favorites Tools  Help

Qe - ()

\ﬂ @ g JOseach 7 Faverites %) =

screen you will \\

get when you log
onasa TELPOC.
Notice when you
click on the
Views drop
down menu and
there are no
Q/iews to select

Psearch - Address ] http: fmyleaming.nps. gov/tsoS/TS0. cim?CFID=9641 TRCFTOKEN=83497489
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=none=

Al Otfear Uiews

=none=
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= Event

'® Learner Management
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@& Job Development

=2 Tools
15 settings
(Z) Help

B Logout
a5 About

THNG —
TrammgServer“‘ LMS

Mo history ertries v @ [l}

(&] Applet FormatHelper started
—

# Internet

On the following pages, you will be adding 4 Views and setting up your default Home Page.
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Creating Your TEL “Views”
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\ Fie Edit Wiew Favorites  Tools  Help i
Click on Qe - () = [F] (h Do ormones ) (- L Ui A-pal-J aesrsyE &

Event Management Search the Wich Psearch ~  Address ] hitpffmylearning.nps.gov/tsoS| TS0, cFmPCFID=0841 78 FTOKEN=59437483 VlGD Links * & -
- . 1 o histary entries | (0 [B
then click on Events I p——

/ \|RQ TEL Site POC

Event Management

& events

g Learnsr Caler\dsr /
3 Learner Management o
@4 Job Development
TR Tools
$5 settings

s THINQ o

— TrainingServer'LMS

(&) Collapse Event Management Group ® Internet
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File

Edt Wiew Favorites Tooks  Help [
Ori © B @G| Lo dorownn @ 25 B UE A D)0 aomrsam 5
Search the Web Dsearch ~ address ] httpiffimylearning nps. gov/tso5/ 50, chmPCFID=3841 7CFTOKEN=33497483 v ks * &
Vigws v ] o history ertries v | 2 [B

Events

/Notice that there is
1-20 of 860 events.
This is why we
isolate our TEL
events by
creating “Views”.

K T Learner Management @ Event Title Delivery Method Status Begin Date Begin Time End Date

& Job Development O Fundamentals Classroom Finished Feb 3, 2003 8:00 AM Feb 14,2003
Il for Mew
FRTools Employees
%5 settings O Fundamentals Classroom Finished Mar 3, 2003 8:00 AM Mar 14, 2003
Il far Mew
() Help Employees
[p Logout O Fundamentals Classroom Finished Mar 10, 2003 8:00 A Mar 21, 2003
Il for Mew
About
4 Ao Employees
O Fundamentals Classroom Finished Mar 31,2003 8:00 AM Apri1, 2003
Il for Mew
Emplovees
O Fundamentals Classroom Cancelled Jun 8, 2003 8:00 A Jun 20,2003
Il for Mew
Employees
O Fundamentals Classroom Cancelled May 12, 2003 8:00 A May 23, 2003
Il for Mew
Employees
O Fundamentals Classroom Finished Jul 7,2003 8:00 AM Jul18, 2003
Il for Mew
Emplovees
O Fundamentals Classroom Cancelled Aug 11, 2003 8:00 A Aug 22,2003
Il for Mew
Fmnlnweas _

My Learning Manager

FIRO TEL Site POC

B0 2% 6 B O
\ | || |5 | Il g~

earner Calendar

|~
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&) Dane B Internet
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1. This next screen you will begin to set up the View where you “Register Your Site”.

#4 Place your cursor on “Begin
Date” so it turns green and do a left
click on your mouse

#3 Type in TELPOC
#2 Select Draft for Status

yingServer® LMS Web Administrator - Microsoft InterncS
Qites  Tools  Help
#1 Select O ek - B | Psewen Porwms @ - B el e
TEL- I nteractive Search the Web Psearch +  Address | &] httpsfjmylearning.nps.gov/tsos{150.0 KEN=89497483 v E)eo ks > @y
for Delivery Method ooy e 3 O
?Euem Managemer
B everts = A
IR Leatnar Caenciar | | JE e[
3 Learner Management L Delivery Method Status Begin Date Begin Time End Date Location Code
&4 Job Development Is Classroom Finished Feb 3, 2003 Feb 14,2003 HOAL Hi
AL
= Tools TF
“’ Settings Is Classroam Finished Mar 2, 2003 8:00 AM Mar 14, 2002 HOAL He
AL
(7) Help TF
[@Lngnm Is Classroom Finished Mar 10, 2003 8:00 AM Mar 21, 2003 HOAL Hi
AL
o)) About =
Is Classroom Finished Mar 31,2003 8:00 AM Apr11, 2003 HOAL Ht
AL
TF
Is Classroom Cancelled Jun g, 2003 8:00 AM Jun 20, 2003 HOAL Ht
AL
TF
Is Classroom Cancelled May 12,2003 8:00 AM May 23, 2003 HOAL Hi
AL
TF
Is Classroom Finished Jul 7, 2003 8:00 AM Jul1g, 2003 HOAL Ht
AL
TF
Is Classroom Cancelled Aug 11,2003 8:00 AM Aug 22,2003 HOAL Ht
AL
T
< >
&] 5ort by Bsgin Date B Intemet
—

You will now see all the TEL events currently available to register your site, there are 1-20 of 36.
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File Edit View Favorites Tools Help i
Click on the Back_~ ¥ [@] @0 | Pseach Sleramies € (13- L L A-Dal- ) dewr s H &
dISk Icon — you Address |2j http:jfmylearning.nps.gov/tso5iTS0.cim?CFID=9841 72/ TOKEN=33497489 v| Bleo ks 7 @y
will “Save this My Learning Manager — L @
. ’ Events
View FIRO TEL Site POC
?Euemm,ﬂmgmm e 2 e (BN & B A ENNERNZE-G NN = NE)
B everts - o A
[ Lcarner Caloter ‘ ‘ ‘TELr Interactive v| ‘ Draft v‘ | | | | | A
& Learner Management ) Event Title Delivery Method Status Begin Date & Begin Time End D:
4 Job Development ] FM - Persanal TEL- Interactive Draft Feb 14, 2005 2:00PM Feb 15, 2005
Protection
ﬁruuls Equipment
§5 settings O AM - Personal TEL - Interactive Draft Feb 15,2005 10:00 AM Feb 15,2005
Protection
(7) Help Equipment
B Logout O LEGAL UPDATE TEL - Interactive Draft Feh 23,2005 11:00 AM Feb 23,2005
o)) About 1
O LE REFRESHER TEL - Interactive Draft Feb 23, 2005 4:00 PM Feh 23, 2005
MSCL-3HRS
O NPS MEDIA TEL - Interactive Draft Feb 28, 2005 10:00 A Feh 28, 2005
RELATIONS:MNPS LE,
AND MEDIA
RELATION TACTICE
O Leave TEL - Interactive Draft Mar 3, 2005 11:30 AM Mar 3, 2005
Administration: The
Mystery Unraveled
O Hiring Flexibility: TEL- Interactive Draft Mar 4, 2005 1:30 PM Mar 4, 2005
Mavigating Through
the Hiring Process
O Interview Skills for TEL- Interactive Draft Mar 7, 2005 2:00PM Mar 7, 2005
Supervisors: Findino b
< ‘ >
(&] Save this visw B Intemet
—
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File Edit View Favorites Tools Help

Qe - () (=] [B] (n O semh Frrmonss £ = Bl A D deomp X G
Search the Web Psearch | Address @']http:Hmyleam\ng.nps‘guvftSUSJ'TSO‘cFm?CFID=98417&CFTOKEN=BB497489 v Gn

- 5 -
\l My Learning Manager L = Sl
Place your cursor in the Save View

white box and type in P __
Register Site-Add Bevs [Saveview |

%ﬁuﬁbﬂdﬁf\ Please enter a name for the "Events” view (35 characters maximum]
Learner to Roster

"7~ Register Site-Add Leamer to Roster

ﬁTDOlS Personal view
L -
1§ Settings If checked, this view gets saved in your views list. You can
@Heln access it at any time by selecting it from the views menu.
[ Logout [0 Default view for this region/subregion
&) About
B Check this option if you want to make view as default view for
this regionfsubregion. When ever you access this
regionfsubregion you will be defaulted to this view.
[J Thisis my home page
Check this option if you want to make this view as your home
page.
Click the
OK button
(&] Save this visw & Internet
—
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File Edit ‘View Favorites Tools  Help b

. i \

1 ) P " * oA
Qo - @ HE G P frromes @ (3- 15 BAa-Da-) domrsre 8
Search the Web Psearch ~  address |E&] http:fimylearning.nps.gov/tso5{T50. cm?CFID=3841 7RCFTOKEN=89497483 v BYeo ks &g

i (v Go = [Event Go B
| My Learning Manager — e verts | [Co] @)

PIRO TEL Sita POC Save View
Eéjm Management Save View
Everts
ER Learner Calendar Success! Your view has heen saved

T Learner Management

Bookrmark: http:/fmylearming. nps. gowtsoddindex. cfim? StanContext=1185497
& Job Development

FRTools _

%5 settings
(Z) Help
[ Logout
& About
Click the
OK button to
save this view
(&) save this view

 Internet

Congratulations! You just created and saved your first View — where you register your site.
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2. This next screen you will begin to set up the View where you “Add Employees before the
Course”.

#1 Change the Status to Scheduled #2 Type in TEL and press enter

A THING TrainingServer® LmN * - Microsoft Internet Explorer

File Edit View Favorites Tools
A p v
O=-Q HREA®G P B A-Dal-P e
Seatch ths Web P search &] http:{myleaming.nps. gov/tsoS{ T50. cFmPCFID=9841 78/ F TOKEN=89497483
- =l
. (] [views Go
My Learning Manager ‘ =
Events
FIRO TEL Site POC o
Eve.m..ageme..t G 2 e B & @ Bh 20 | BQ
E everts N = = A
R Lcorrer ol :| | TEL - Interactive | | scheduled ~| [ 1B | I | [teL 8
T Learner Management itle. Delivery Method Status Begin Date 2 Begin Time End Date Location Cc
&4 Job Development al TEL - Interactive Draft Feb 15, 2005 2:00PM Feh 15,2005 TELPOC
= Tools
5 Settings 3l TEL - Interactive Draft Feb 15,2005 10:00 AM Feb 15, 2005 TELPOC
(Z) Help
IP Logout 4TE TEL - Interactive Draft Feh 23, 2005 11:00 A Feb 23,2005 TELPOC
& About 0
—ER TEL - Interactive Draft Feb 23,2005 4:00PM Feh 23,2005 TELPOC
TEL - Interactive Draft Feh 28, 2005 10:00 A Feb 28, 2005 TELPOC
MPS.LE,
ACTICS
TEL - Interactive Draft Mar 3, 2005 11:20 AM Mar 2, 2005 TELPOC
n: The
weled
ility: TEL - Interactive Craft Mar 4, 2005 1:30 PM Mar 4, 2005 TELPOC
hrough
ocess
Il for TEL - Interactive Draft Mar 7, 2005 2:00 PM Mar 7, 2005 TELPOC
Finding b
< | E
&) (111 B Intemet
—
You will now see all the TEL events currently available to register employees, 1-20 of 36.
2 THING TrainingServer® LMS Web Administrator - Microsoft Internet Explorer.
File Edt Wiew Favorites Tools Help i
Q- O NRAG Pro o=@ -5 W U ADol-P aomrsas o
Search the Web Psearch v pdiress | ] hitpymylearming.nps. gowtsoS TS0 cfnCFID=0841 7ECFTOKEN=83497489 v B ks 2 @
. v v |[6o] B < | Event:
My Learning Mana [ae ‘
Events
PIRO TEL Site POC 0 ol
e.nMa..auemem & @ ¢ % ol BH|éa B s Bl 2 x0|BO
Eevents = = A
= | || TEL- Interactive | | seheduled || | | H | B e 2
3 Learner Event Title Delivery Method Status Begin Date & Begin Time End Date Locat
Management
T " PM - Persanal TEL - Interactive Stheduled Feh 15,2005 200 PM Feh 15, 2005 TEL
AR Protective Eguipment
i 1o0ls
0 ) AM- Persanal TEL - Interactive Scheduled Feb 15, 2005 10:00 A Feh 15, 2005 TEL
04 Settings Protective Equipment
(Z) Help
[B Logout LEGAL UPDATE TEL - Interactive Scheduled Feh 23,2005 11:00 At Feh 23,2005 TEL
& About
LE REFRESHER TEL - Interactive Scheduled Feh 23, 2005 4:00 PM Feh 23, 2005 TEL
MSCL-3HRS
NPS MEDIA TEL - Intaractive Stheduled Feh 28, 2005 10:00 AM Feh 28, 2005 TEL
RELATIONS:NPS,LE,
AND MEDIA
RELATION TACTICS
Leave TEL - Interactive Scheduled Mar 3, 2005 11:30 Am Mar 3, 2005 TEL
Administration: The
Mystery Unraveled
Hiring Flexibility: TEL - Interactive Scheduled har 4, 2005 1:30PM har 4, 2005 TEL
Mavigating Through
the Hiring Process
Interview Skills for TEL - Interactive Scheduled Mar 7, 2005 200 PM Mar 7, 2006 TEL
Supenisors: Finding ™
< J 2
&] & Internet
e
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Creating Your TEL “Views”



THINQ TrainingServer® LM5S Web Admii licrosoft Internet Explorer

File Edt View Favorites Tools Help r
. - A = ,
Qe - © - ¥ [B] (| Psewet fgronms @ (3 5 U A-Dal- ) domrsaE 8
Search the Web Psearch ~ | address |e;| http:fraylearning.nps.gov/tsoSi TS0, CRmPCFID=9641 7RCF TOKEN=A3497489 V| Go
CI - k th Eﬂ | views =
will “Save this ?Euemm,ﬂmgmm T ENNENZE-AG NN -]
B everts = = A
- ” N vy A
VIEW [ Lcarner Caloter [ || TEL- Interactive | | seheduled ~|[ | | il | TEL
e Learner Event Title Delivery Method Status Beqin Date & Begin Time End Date Locai
Management
2 Job Devel "t PM - Personal TEL - Interactive Scheduled Feh 15, 2005 2:00 PM Feb 15, 2005 TEL
lob Developmer Frotective Equipment
HTools -
P ) AM - Personal TEL- Interactive Scheduled Feb 14, 2005 10000 AM Feb 15, 2005 TEL
00 Settings Protective Equipment
(7) Help
LEGAL UPDATE TEL - Interactive Scheduled Feh 23,2005 11:00 AM Feh 23,2005 TEL
B Logout
o)) About
LE REFRESHER TEL - Interactive Scheduled Feb 23, 2005 4:00 PM Feb 23, 2005 TEL
MSCL-3HRE
MNPS MEDIA TEL - Interactive Scheduled Feh 22, 2005 10:00 AM Feh 28, 2005 TEL
RELATIONS:NPS,LE,
AMND MEDIA
RELATION TACTICS
Leave TEL - Interactive Scheduled Mar 3, 2005 11:30 AM Mar 3, 2005 TEL
Administration: The
Mystery Unraveled
Hiring Flexibility: TEL- Interactive Scheduled Mar 4, 2005 1:30 PM Mar 4, 2005 TEL
Mavigating Through
the Hiring Process
Interview Skills for TEL - Interactive Scheduled Mar 7, 2005 2:00 PM Mar 7, 2005 TEL
Sunervisars: Finding L
< ‘ -
(&) save this view B Internet
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File Edt View Favorites Tools  Help
Place your cursor in Q- @ [M [@l G| Powar Foreeies @ (- Ui A pal- | gomr s 8
the Wh |te box and Search ths Web Dsearch ~ Address [{] httpsffmylearning nps. gov/tsaS| TS0, cFmPCFID=984175CFTOKEN=59497483 v B unks > &y
. Nl &
type in My Learning Mana L_] [Siece ] ClE
Add Emp|oyee-Add ~ugQ TEL Site POC Save View
Learner to Standby [swveview |
j B Learner Calendar Please enter a name for the "Events” view (35 characters masximurm):
Learner
& Management §.7'1-Add Employee-Add Leamer to Standby] |
& Job Development
= Tools Personal view
575 settings If checked, this view gets saved in your views list. You can
@) Help access it at any time by selecting it fram the views menu
]E Logout []  Defaultview for this region/subregion
o) About Check this option if you want to make view as default view for
this region/subregion. When ever you access this
regionssubregion you will be defaulted to this view.
[0 This is my home page
Check this option if you want to make this view as your home
- page.
Click the
OK Button
(&] Save this visw B Intemet
—
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File Edit View Favorites Tools Help

Qe - @ - M [ | S
Search the Web Pssarch v | pddress |2Jhttp:#mylearnlng‘nps.guw‘tsuSﬂTSO.:Fm7CFID=984l?&CFTOKEN=8949?4BB

) search 57 Favories {2)

Ui &a-Dal- Q) geo=

b

v| B

Links @y -

[ views

()

s ]

-
| My Learning Mana L_]
PIRO TEL Site POC

Event Management

Click the OK
button to save
your view

Hevents
Learner Calendar

Learner
&

ent

Save View

Save View

Success! Yourview has been saved

Bookmark: http:/myleaming.nps. gowtsoSdindex. cfm?StatContext=1185501

= Tools
%5 settings
(Z) Help

[ Logout

& About

| (5¢]

O R

(&] Save this visw
=

® Tnternst

Congratulations! You just created and saved the View where you add employees!

3. This next screen you will set up the View where you finalize the roster — Finished Events.

#1 Change the Status to F

3 THING TrainingServer® LMS Web:N

inished #2 Click on Begin Date

yosoft Internet Explorer

Filz  Edt View Favorktes Tools Help "
O - Q [HEAG P D EemrsEE i
Search the Web Psearch KEN=53437469 v ks * &
M L
. Wigws ~~ |Eventz | |Go IE
My Learning Mana L_] | @
Events
FIRO TEL Site POC
Evem Management
E everts = A
= TEL - Interzct 2 —
[ Learner Calendar ‘ | neracive | st
Learner Event Title Delivery Method Status Begin Dat: End Date Locat|
Management
2 Job Devel "t PM - Personal TEL - Interactive Scheduled Feb 15, 200: Feb 15, 2005 TEL
lob Developmer Frotective Equipment
HTools -
P ) AM - Personal TEL- Interactive Scheduled Feb 14, 2005 10000 AM Feb 15, 2005 TEL
07 Settings Protective Equipment
(Z) Help
LEGAL UPDATE TEL - Interactive Scheduled Feb 23, 2005 11:00 An Feb 23, 2005 TEL
[ Logout
& About
LE REFRESHER TEL - Interactive Scheduled Feh 23,2005 4:00 PM Feh 23,2005 TEL
MSCL-3HRE
MNPE MEDIA TEL - Interactive Scheduled Feh 22, 2005 10:00 AM Feh 28, 2005 TEL
RELATIONS:NPS,LE,
AND MEDIA
RELATION TACTICS
Leave TEL- Interactive Scheduled Mar 3, 2005 11:30 AM Mar 3, 2005 TEL
Administration: The
Mystery Unraveled
Hiring Flexihility: TEL - Interactive Scheduled Mar 4, 2005 1:30 PM Mar 4, 2005 TEL
Mavigating Thraugh
the Hiring Process
Interview Skills for TEL - Interactive Scheduled Mar 7, 2005 2:00 PM Mar 7, 2005 TEL
Sunervisors: Finding L
< | -
&) sort by Begin Date B Internet
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You will now see all the TEL finished events 1-20 of 294 with the latest course the top entry.

3 THING TrainingServer® LMS Web Administrator - Microsoft Internet

Filz  Edt View Favorktes Tools Help "
@Back > \ﬂ @ (p) | ) ssarch G 7 Favarites 2 : 5 E i
semchimeteb [ DSesch  Addhece | hitpsiimlearing nps. ov/tsoS( TS0, CFID=8841 78 CFTOKEN=E9497420 ¥| B
. Vigws v -
My Learning Mana Eﬂ | ]
Events
FIRO TEL Site POC
Eve.m..ageme..t B d ¢ % | B & B A Bh-2x 0 | BQ
E everts = A
R Lesrner Caendr [ || TEL- Interactive || Finisheg v [ |2 | [ || E=
g Learner @ Event Title Delivery Method Status Begin Date 7 Begin Time End Date
Management Retil it Planning TEL - Interact Finished Feh 11,2005 1:00 PM Feb 11,2005
(] etirement Planning - Interactive inishe eb 11, eh 11,
& Job Development for New Employess
Tools
72
o0 ) O NPS MEDIA TEL - Interactive Finished Feb 7, 2005 9:00 Aw Feh ¥, 2005
%% settings RELATIONS:NPE,LE,
@ help AND MEDIA
RELATION TACTICS =
[ Logout ] SecretaryMorton's  TEL- Interactive Firished Fel 7, 2005 1:00 M Fel 7, 2005
& About Budget Press
Caonference
O Contracting Officers  TEL - Interactive Finished Feb 2, 2005 11:00 At Feh 3, 2005
Representative
Training
O Intraduction to TEL - Interactive Finished Jan 31, 2005 1:00 P Feh1, 2005
Historic Preservation
Histary and
Philosophy
O Federal Lands TEL- Interactive Finished Jan 28 2005 1:00 PM Jan 28, 2005
Recreation
Enhancement Act of
2004 - How This
Mew Legislation
Affects the MPS
v
< | ¥
&) B Intemet
—

-2 THINQ TrainingServer® LMS Web Administrator - Microsoft Internet Explorer

File Edit View Favorites Tools Help
Y A S .y 3 W v af]
- B ) - - a1 . |0
Click on the Qe - - [¥] [B] @) Oseach Flprwones @) (- U A-pal- |0 geomp s m 8
dISk Icon you PSearch v | Address |@ http: fimylearning.nps.gov/tsoSi TS0, cFmPCFID=95417&CFTOKEN=89497489 Bleo ks 7 @y
- — =] @ B
. igws f
ill “S thi My Learning Mana | "< Iasre
WI ave IS Events
VieW" FIRO TEL Site POC
Event Managemene o & ¢ + *|[Bh| &> &
= everts
E| | | ‘TEL— Interactive v| ‘ Finished v‘ | | ‘ ‘ ‘ ‘ g*
B Learner Calendar =
= Learner ® Event Title Delivery Method Status Begqin Date 7 Begin Time End Date
Management Retil it Planning TEL - Interact Finished Feh 11,2005 1:00 PM Feb 11,2005
] etirernent Flanning - Interactive inishe: eh 11, eb 11,
& Job Development for Mew Employees
= Tools
o0 ) O NPS MEDIA TEL - Interactive Finished Feb 7, 2005 9:00 Aw Feh ¥, 2005
g Settings RELATIONS:NPELE,
@Help AMD MEDIA
RELATION TACTICS =
[E Logout o Secretary Noon's TEL - Interactive Finished Feb 7, 2005 1:00 PM Feh 7, 2005
o)) About Budget Press
Conference
O Contracting Officers  TEL - Interactive Finished Feb 2, 2005 11:00 At Feh 3, 2005
Representative
Training
O Intraduction to TEL - Interactive Finished Jan 31, 2005 1:00 P Feh1, 2005
Historic Preservation
History and
Philasaphy
O Federal Lands TEL - Interactive Finished Jan 28, 2005 1:00 P Jan 28, 2005
Recreation
Enhancement Act of
2004 - How This
Mew Legislation
Affects the NPS 3
< | >
(&] Save this visw B Intemet
—
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File Edit View Favorites Tools Help i
) A ) <l * afl

Qe - () ¥ (B (0 Dsewh Yprmones £ (- i A- a0 geomp § 9 E 8

Search the Web Psearch ~ | Address |e;| http: fmylearning. nps.gov/ksaS TS0, cFmPCRID=96417aCF TOKEN=G9497489 V| Gu Links * @& -

Ry earoin wene =] F e SSIO B
Place your cursor

. ) PIRO TEL Sita POC Save View
in the white box o e

. vent Managemer p————
and type in B Sl

. . Leatner Calendar Please enter a name for the "Events” view (35 characters masximurm):
Finished Events- b
=1—|F|m5hed Events-Move to Roster ‘

Move to Roster jm.—//

2 Tools Personal view

7 settings If checked, this view gets saved in your views list. You can
(7 Help access it at any time by selecting it fram the views menu

B Logout [] Defaultview for this region/subregion

o) About Check this option if you want to make view as default view for

this region/subregion. When ever you access this
region/subregion you will be defaulted to this view.

[]  This is my home page

\ Check this option if you want to make this view as your home
-

-

Click the
OK Button

(&) save this view © Iternet

-2 THINQ TrainingServer® LMS Web Administrator - Microsoft Internet Explorer

File Edt WView Favortes Tooks Help 5
eBack - Q \ﬂ @ ;\J /?USEarch ‘5”;/Favuntes 2 = gl ﬁ é- L‘:] fa_“,;- ﬂ E & 8
Search the Web Psearch v Address |2j http:jfmylearning.nps.gov/tsoSi TS0, cfm?CFID=954178CF TOKEN=89497489 V| Gn Links @y -
i .
. i Go = 0 E
| My Learning Mana L_] [ess #|(cd @

FIRO TEL Site POC Save View
= %em Management Save View
Everts
B Learner Calendar Success! Yourview has been saved

Click the
OK button to
save your

view

Learner
\ Bonkmark: hitp:#fmyleaming nps. gowtsoSfindex cim?StanContex=1185522
I oK

= Tools

575 settings
(7) Help

B Logout
o)) About

(&] Save this visw @ Internet
=

Congratulations! You just created and saved the View where you finalize the roster!
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4. This next screen you will set up the View where you add employees who have watched a
tape of course that allows credit for watching videotapes.

-2 THINQ TrainingServer® LMS Web Administrator - Microsoft Internet Explorer

#1 Change the File Edt View Favorites Tools Help e
i & 3 Y., B s
De“very Method Qe - Q- ¥ [B] G P sewer Jgraens @) = U A-pal- |0 geomp s m 8
'[0 TEL Videota e Search the Web Psearch ~ | Address |2Jhttp:#mylearnlng‘nps.guw‘tsuSﬂTSO.:Fm7CFID=984l?&CFTOKEN=8949?4BB V|Gn Lirks > @ -
p ' i E:] [EE== v|[c0) @ = [Events v (6o @ B
and press enter Ny LEaniy s
p Events
| Em— NI SEET I
B everts - — = =
L (et -Vioee | [Faned ¥ | I 8 e *
2 Learner Event Title Delivery Method Status Begin Date 7 Begin Time End Date Loca
Management
@ Job Devel 5 Retirernent Planning  TEL - Interactive Finished Feh 11,2005 1:00 PM Feh 11,2005 TEL
ob Developmer for Mew Employees
= Tools
o0 ) NPS MEDIA TEL - Interactive Finished Feb 7,2005 9:00 AM Feb 7, 2005 TEL
g Settings RELATIONS:MNPS LE,
@ Help AND MEDIA
RELATION TACTICE —
[E Logout Secrefary Nortan's  TEL - Interactive Finished Feb 7,2005 1:00 PM Feb 7, 2005 TEL
o)) About Budget Press
Conference
Contracting Officers  TEL - Interactive Finished Feb 2, 2005 11:00 A Feb 3, 2005 TEL
Representative
Training
Introduction to TEL - Interactive Finished Jan 31,2008 1:00 PM Feb 1, 2005 TEL
Historic Preservation
Histary and
Fhilosophy
Federal Lands TEL - Interactive Finished Jan 28, 2005 1:00 PM Jan 28, 2005 TEL
Recreation
Enhancement Act of
2004 - How This
Mew Legislation
Affects the NPS
b
< | E
&) B Intemet
—

You will now see all the TEL Videotape events 1-17 of 17 with the latest course the top entry.
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File Edit View Favorites Tools Help o
. TP Y
CI k h eBack' & \j |i] lj /JSEar: E\ ¢ Favorites {4) - & Jﬁ Q.Ua%.ﬂ RN Al a
ICK 0N t e —_— Psearch v Address |2Jhttp:#mylearnlng‘nps.guw‘tsuSﬂTSO.:Fm7CFID=984l?&CFTOKEN=8949?4BB V|.Gn Links @y -
i i — E—  [Everts v |[c0) @ B
disk icon —you My Loarning ianc i et ERSE
HTR H Events
WI” Save thls FIRO TEL Site POC acted
View” S :
?Euemm,ﬂmgmm R R N = = ENNENZE-AG NN -]
B everts = A
[ Lcarner Caloter | HTEL—V\deotape v‘ |F\mshed vH ‘ ‘ ‘ ‘ ‘ TEL —
Learner i Event Title Delivery Method Status Begin Date “/ Begin Time End Date Locati
Management IDP Int il TEL - Videot; Finished Jan 13,2005 12:00 PM Jan 13,2005 TEL
. Job Devetopment Ml Dite o - D
Multiple Paints of
Throos ke
§§ settings LE REFRESHER  TEL - Videotape Finished Jan 11,2005 2:00 PM Jan 11, 2005 TEL
Traffic Stops & Use =
®HE“) of Force
[E Logout LEGAL UPDATE  TEL - Videotape Finished Jan 11, 2005 9:00 AM Jan 11,2005 TEL
o)) About
Retirement TEL - Videotape Finished Dec 13, 2004 1:00 PM Dec 13, 2004 TEL
Planning for MNew
Employees
The Mew TEL - Videaotape Finished MNow 23, 2004 1:00 PM Maow 23, 2004 TEL
Performance
Management
Systern
Woarking Effectively  TEL - Videotape Finished MNow 18, 2004 11:30 AW Mow 18, 2004 TEL
in Interdisciplinary
Teams - Planning
and NEPA Forum
Conservation atthe TEL - Videotape Finished MNow17, 2004 300 PM Maow 17, 2004 TEL
Landscape Scale v
< | »
&] Dane B Intemet
—
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File Edit View Favorites Tools  Help

Place your cursor
in the white box
and type in
Videotape Credit-
Add to Roster

-2 THINQ TrainingServer® LMS Web Administrator - Microsoft Internet Explorer

Q- ©Q xR ) search 5% Favories

Search the Web Dsearch ~ address ] httpiffimylearning nps. gov/tso5/ 50, chmPCFID=3841 7CFTOKEN=33497483

) NP i A- a0 geomp § 9 E

v| B

Links * @& -

ﬁ*_] | vigws

My Learning Mana

SIE)

FIRO TEL Site POC

Save View

j ?_
Management

Click on the
OK button

@ Job Development

HTools
§5 settings
(7) Help

B Logout
o)) About

Please enter a name for the "Events” view (35 characters masximurm):

§q-l\/u:Ieotape Credit-Add to Rusted ‘

Personal view

If checked, this wiew gets saved in your views list. You can
access it at any time by selecting it fram the views menu

Default view for this region/subregion

Check this option if you want to make wiew as default view for
this region/subregion. When ever you access this
region/subregion you will be defaulted to this view.

This is my home page

Check this option if you want to make this view as your home
RETE

——— o] (o |

e ]

B0 B

(&) save this view

 Internet

3 THING TrainingServer® LMS Web Administrator, - Microsoft Internet Explorer

File Edit View Favorites Tools Help

- 8 A O N, S
Gﬁack =] \ﬂ lgl] p) ) sesrch S Favaribes

D ] 5 L A Dal- ) dompsam

Search the Web Dsearch ~ address ] httpiffimylearning nps. gov/tso5/ 50, chmPCFID=3841 7CFTOKEN=33497483

v| B

2
Links * @& -

=[5

T
- Views
| My Learning Mana L_] |

FIRO TEL Site POC

Save View

Event Management Save View
Hevents

Learner
w

Click the OK button
to save your view

24 Job Development

ER Learner Calendar Success! Your view has heen saved

Management Bookmark: http:/fmyleaming.nps. gowtsoddindex. cfm?StatContext=1185533

yeToT T

Cor)

%5 settings

(Z) Help

[ Logout
& About

& fens v [0 @) o

(&) save this view

 Internet

Congratulations! You just created and saved the View where you add employees when they
watch a videotape of a TEL course that allows “credit”.
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You now have all 4 Views that you need.
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\ File Edt View Favorites Tools Help r
- - . - n 5 T v .
Click on the Views | Qe - @ #) [@ @b Do Jrraoies @ (- 2 LA Dl gomr s =
drop dOWn menu — Search the Web Psearch ~ | address |ﬁjhttp:ttmylearninq‘nps.gnw'tsnStTSO.cfm'*CFlD:QS‘}17&CFTOKEN:89497459 V|Gu Links * @ -
[ E] L
you now have all 4 [FHTNRENRNL ... C = [vents ][] ) [B
- E| context Rotated views
views you need T
R d Learner to Roster \
Acd Employes-dd Learner to Standky
:’“‘ B fnement Finished Everts-Move to Roster R ENNERE: B @
(= Everts Wideatape Credit-Add to Roster - = s &
By Leatrer Calsncir Al Other Views e | | Firished 2| = i =
<rione=
e Learner Z Event Tiile Delivery Method Status Begin Date '+ Begin Time End Date
Management
O IDP Interpreting TEL - videotape Finished Jan 13, 2005 12:00 PM Jan 13, 2008
& Job Development Controversy and
Multiple Paints of
HTools View
EE Settings O LE REFRESHER  TEL - Videotape Finished Jan 11,2005 2:00 Pu Jan 11, 2005
@HE“) Traffic Stops & Use —
of Force
B Logout
O LEGAL UPDATE TEL - Videotape Finished Jan 11,2005 2:00 AM Jan 11,2005
o)) About
O Retirement TEL- Videatape Finished Dec 13, 2004 1:00 PM Dec 13, 2004
Planning for New
Employees
O The New TEL - videotape Finished Moy 23, 2004 1:00 P Mow 23, 2004
Performance
Management
Systern
O Warking Effectively  TEL- Videotape Finished Mov 18, 2004 11:30 AM Maow 18, 2004
in Interdisciplinary
Teams - Flanning
and NEPA Forum
O Conservation atthe TEL- videotape Finished Moy 17, 2004 300 P Mow 17, 2004
Landscape Scale v
< | -
@ (1T ]  Internet

We have not set your “default” home page yet. When you press F5, you will get the below
screen. If you don’t mind this being your “home page”, then you are finished. You can logout.
If you would like to set your home page, go to the next page.
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Fle Edt View Favories Took Help T
Qe - © \ﬂ @ 'lj /_'USEar:h ‘iﬂt(Favuntes 3 (R i{ L é. L‘j afl- ﬂ E® MR 5 a

Search the Web Psearch v Address |2Jhttp:#mylearnlng‘nps.guw‘tsuSﬂTSO.:Fm7CFID=984l?&CFTOKEN=8949?4BB V|Gn Links @y -

PIRO TEL Site POC

= Event Management

& Learner Management
24 Job Development /
= Tools 0

575 settings

(7) Help

B Logout

o) About TH I N.Q. ’
TrainingServer'LMS

&] Dane B Intemet
=

TEL Administrative My Learning Manager Illustrated Instructions 12
Creating Your TEL “Views”



5. Changing your default home page.

3 THING TrainingServer® LMS Web Administrator, - Microsoft Internet Explorer

File Edit View Favorites Tools Help

eﬁack - Q \ﬂ @ 'lj /IT\JSEarEh \i‘\'(Favnrites & 2 :‘ _] i é- \_‘j ag_,- ﬂ e LS &

#1 CIle on Search the Web Dssarch v Address | ] hitpsfjmylearning.nps. gov/tsoS{TS0.cim?CFID=984 176,CFTOKEN=39497489 v B unks > &y
vents

PIRO TEL Site POC

Event Management

& Learner Management

4 Job Development /
Tools 0

3y settings

Changs PIN

Personal Settings

I ey Manarer
(Z) Help 3

[ Logout

& o0 TrainingServer“ LMS

#2 Click on
View Manager

&] Delete, raname, raorder and switch to visws B Intemet
=

A THINQ TrainingServer® LMS Web Administrator - Microsoft Internet Explorer [ 7 f . \
Fie Edb Wiew Favorites Took Help " Your Views Should

J
A @ S >, R . S i
OO RNRAQ P o @ 2- B @ - A D82 P @ 2|l appear in the same
Search the Web Psearch ~ | Address |€| http:fraylearning.nps.gov/tsoSi TS0, CRmPCFID=9641 7RCF TOKEN=A3497489 V| Go ks * @ - order as th's screen.
- 7 & o @) [B . . T
| My Learning Manager EERS Click in this first box
D TEL Sin PO THING TrainingServer® LMS Web Administrator - View Manager so a check mark
P Event Management appears in the row
& Learner Management 113 H H 7
@ Job Development Wiews, containing filtter and sort criteria that you have previously saved, are listed below. Click on the Reg ISter Slte .
appropriate links to rerove or rename a view. You may also use a view to define how a region or subregion
= Tools looks when you access the region/subregion for the first time since you've logged in. Click the default
:. checkbox on the row containing the view and then click Ok, The context column describes what regio
{0 Settings subregion the view affects
Change PIN
Personal Settings ) Home
N View Name Context Default? Page? er
T Help Remove | Rename Register Site-Add Leamer to Events O ﬁl
[ Logout Roster ﬂ
About
I Remove | Rename  Add Employee-Add Learnerto Ewents O O 1‘
Standby _I
+
Remave | Rename  Finished Events-Move to Roster  Events | | ﬁ
I Click on the
Remaove | Rename  “ideotape Credit-Add to Roster  Events | | ﬁ OK bUtton
E | _—
//
&) Dane B Internet
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This is the next screen that appears. Press your F5 key.
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File Edit View Favorites Tools  Help O

Qi © X [@ G| P frreeee @ @2 B P A Q) @
Search the Web Dsearch ~ address ] httpiffimylearning nps. gov/tso5/ 50, chmPCFID=3841 7CFTOKEN=33497483 v ks * &

[
| My Learning Manager e @
Events

FIRO TEL Site POC A7 of d)
[ Event Management R N = =S ENNERNZE-G NN = NE)

T Lo e e [ | [TEL - vigeotape | [Finished | = | I &
& Job Development
@ Event Title Delivery Method Status Beqin Date s Begin Time End Dat,
FLools o IDF Interpreting TEL - Videotape Finished Jan 13,2005 12:00 PM Jan 13, 2005
%5 settings Contraversy and
Change PN Multiple Paints of
View
Personal Settings
. O LEREFRESHER  TEL- ¥ideotape Finished Jan 11, 2005 2:.00PM Jan 11, 2005
e IEREE Traffic Stops & Use B
(7) Help of Farce
DLngnm O LEGAL UPDATE TEL - Videntape Finished Jan 11, 2005 9:00 An Jan 11, 2005
o) About
O Retirernent TEL- Videotape Finished Dec 13, 2004 1:00 PM Dec 13, 2004
Planning for Mew
Emplovees
O The Mew TEL- videotape Finished Moy 23, 2004 1:00 PM Moy 23, 2004
Perfarmance
Management
Systemn
O Wiorking Effectively  TEL - Videotape Finished MNov 18, 2004 11:30 AM Mov 18, 2004
in Interdisciplinary
Teams - Planning
and MEPA Forum
O Conservation atthe TEL - Videotape Finished Mov 17, 2004 300 PM Moy 17, 2004
Landscape Scale v
< | >
&) (WK | © Iternet

After pressing the F5 key, it should bring you to the below screen which is now your Home
Page.
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File Edit View Favorites Tools Help o
Qe - () [¥] [B] (0 O oramies €8 (- L i A- a0 geomp § 9 E 8
Search the Web Psearch ~ | Address |ﬁjhttp:ttmylearninq‘nps.gnw‘tsnStTSO.cfm?CFlD:98417&CFTOKEN:89497459 V|Gu Links * @ -
i g -
| My Learning Manager 2k
Events
FIRO TEL Site POC 5 I v
e GG 2 e e BH &R A B H2 %6 | | BQ
2} (et LV e ‘ ‘ ‘TELr Interactive v| ‘ Draft v‘ | | | | | e
& Job Development
@ Event Title Delivery Method Status Beqin Date & Begin Time End D:
et O] PM-Personal TEL- Interactive Draft Fab 15, 2005 200PM Fen 15, 2005
%5 settings Frotection
@Help Eqguipment
O AM - Personal TEL- Interactive Draft Feb 14, 2005 10000 AM Feb 15, 2005
[ Logout Protection
& About Equipment
O LEGAL UPDATE TEL - Interactive Draft Feb 23, 2005 11:00 A Feh 23, 2005
O LE REFRESHER TEL - Interactive Draft Feb 23, 2005 4:00 PM Feh 23, 2005
MSCL-3HRE
O MNPS MEDIA TEL - Interactive Draft Feh 22, 2005 10:00 AM Feb 28, 2005
RELATIONS:NPS,LE,
AMND MEDIA
RELATION TACTICS
O Leave TEL- Interactive Draft Mar 3, 2005 11:30 AM Mar 3, 2005
Administration: The
Mystery Unraveled
O Hiring Flexihility: TEL - Interactive Draft Mar 4, 2005 1:30 PM Mar 4, 2005
Mavigating Through
the Hiring Process
O Interview Skills for TEL - Interactive Draft Mar 7, 2005 2:00 PM Mar 7, 2005
Sunervisars: Finding L
< | >
&) sort by Status B Internet
C tulations! You’ fully added 4 Vi d set H P
ongratulations: YoOu ve successtully adae IEWS anad set your Rome rFage.
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